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DECISICNS IN DEVELOPING AN APPRATSAL SYSTHM

Some of the factors to be considered in developing an appralsal form
and prosedure are listed below.
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Fhet Factors should be zod?

The fectors to be apyralsed are those which are important
in the type endeavor In which the zppralsal form is to be used.
Hence, the selection of these factors must be based on & knowledge
ef the jobsz to be performed.

What should the Form Cover?

The appralsal form covers the factors which make for success
or fallure on the job. MHost forms conclude with promotion potential
and development program {(action o be taken). Some forms include
notation concernl g discussion of the appraisal with the person

SBeneral Tvpe Aporoisal Form ghoull be Used?
Bhould 1t be:
* Check-ligh?

The rater checks the stzterent which best describes the
person belng evalusted., The checkelist enables the rater
to Mouch all bases" in minimuz time, The coupleted form
gives s auick, glance plcture of the person rated.
be IMree Comment?
Instesd of checking a prepared stetement, the reter gives
his word pleture of the man on each quality appralsed.
The rater s often asked to cite facte and examples to
back up hls statenmente., Free cosmeni 1s more tine-cun—
suning, but less "mechanical" than & check-list.

A Combination of the Two?

As a praotiesl motter, ncet forms combine check-list and
free comsent in varying degraoes {e.g. a check-list in
appraising performance factors; free comment in discussing
npomoblion potential and develepment program).
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of the person rated, The trick in developing a forced
choloe form ls to develop certain statements which dif-
farentiate botween good and poor performance. The rater
doesn't know whether he is checking one of the "8l dollar®
statements, or merely an innoeuous one., Hence, the personsl
blas of the rater 1s eliminated from the rating., The
praparation of 2 forczd chelce appraisal form requires
sxtengive resedrch.

It 1» gensrally considered prefersbls tc get appraisal
by twe or three people who know the man ond his worke

It is often sald that the concensius appraisal of several
evalustors working as a group is bebtter than the sum of
thelr indlvidual appraisals prepared independenily of
essch other. The danger of the group appraisal is that
it may result in a compromise opinion which is really
nobody's opinlon, or else that one individual may unduly

By an individual, or group, or both.
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